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1. Regulations and Handbooks, ILLEGIB

Records Management Regulations and the File Manual Handbook
were forwarded to for review,

2, Bulletins,

a. Two bulletins have been apvroved and printed and will be
discussed with Area Records Officers of the DD/A and DD/I Areas on
Tuesday and Wednesday of this week, The bulletins are a brief of
| | talk on how to make a survey and the issuance of an
office notice regarding the preservation and destruction of records,

ST e b, The Records Management Program Guide was redrafted to /

~ condense the material and has been re-submitted to[ | 25X1

"¢ A bulletin on Records Center operations hcs also been forvarded

to[___ _1to review,
3. Records Management,

8, Machine Records Branch, The filing system has been installed
and a tentative schedule prepared on all records, Some concurrances
are still to be obtained,

b, Space Maintaince and Facilities, The filing system is being
installed, We had expected to be finished this week but. the project
is taking a little longer than anticipated, -

¢, Comptrollers Office, 1ork on the schedule previously sukmitted
and the survey of the F:In_;ag;cehDivision is presently stalled because
of the assignment of othelr, Qut{e®*fo [ |the Area Records Officer, 25X1

ALe Records Center,

a, The renovation and cleaning of the | | Warehouse was 25X1
completed on Wednesday, August 5th and material from | |was moved in 25X1
on the 6th and 7th, Movement of maoterial from Room © and 10, | | 25X1
Building is scheduled to start on Tuesday the 1lth,

5. Mail Control Section,

- A p:is-é’_ﬁos\eé, notice to cover the distribution of a Courier schedule
was forvarded to | |for review,
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